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	Policy statement 

	It is the policy of Leeds College of Music to consider appeals concerning academic aspects of Further Education (FE) courses.  Edexcel, the College’s Awarding Body for FE course, requires centres to have an their own appeals procedure.

Complaints made by any member of the College community, or a member of the public, are considered by the College under its Complaints Procedure. http://www.lcm.ac.uk/complaints-procedure.htm


	Background/vision (if applicable)

	FE Academic Appeals separated from HE Academic Appeals Policy with this revision, for clarity.



	Policy

	Further Education (FE) Academic Appeals are considered in two stages:

· Informal appeal

· Formal appeal

The College sets out Grounds for Appeal, under which it will consider.   academic appeals from FE students.  These are:

· that there were circumstances affecting the candidate’s performance  of which an internal examiner or assessor,  was not made aware when it made its decision - a valid reason for its earlier non-submission must acompany an appeal;

· that there were procedural or organisational irregularities in the conduct of the assessment;

· that assessments were not conducted in accordance with the approved unit specification.



	Procedure

	Informal Procedure

Prior to taking the decision to submit an appeal, the student should speak to their Course Leader or to the Assistant Head of Further and Continuing Education to attempt to resolve the issue informally.  This is an informal step and does not signify any intent to appeal. 

The informal stage should be dealt with a quickly as possible, taking into account the nature of the issue.

Only when this informal stage has been exhausted should the formal appeals procedure be initiated.  

The student may seek advice on the formal appeals process from the Student Liaison Officer.

Formal Procedure

An appeal must be made within 10 working days from the publication of unit results.  Late appeals will not be accepted unless the student can demonstrate genuine and unavoidable reasons for the lateness.

Appeals should be made on the Appeals Form (Appendix A) and submitted to the Academic Administration Manager by post, by email or in person.  No third party may make an appeal on behalf of a student.

The Academic Administration Manager will acknowledge the appeal within three working days, and aim to complete the appeals process within ten working days.  Where this timescale cannot be met, the Academic Administration Manager will keep the student informed of the situation.

The Head of Further and Continuing Education, in consultation with the Academic Administration Manager, will investigate the grounds for appeal and make a decision to uphold or not to uphold the case.

The Academic Administration Manager will write to the appellant detailing the outcome.

The Academic Administration Manager will monitor equality and diversity information and report on any issues as part of the annual report on appeals and complaints to the Academic Board/the Quality and Standards Monitoring Committeee.



	Responsibilities

	Head of Further and Continuing Education
Consider grounds for appeal and make decisions on appeals

Assistant Head of Further and Continuing Education/Course Leaders
Attempt to resolve appeals at informal stage

Academic Administration Manager
Receive and acknowledge appeals, communicate outcome



	Breach of policy (if applicable)

	Edexcel will consider an appeal from a learner only after the College's own internal appeals procedure has been exhausted, and only on the basis that the learner considers that a decision continues to disadvantage her/him even after the outcome of the College's internal appeals procedure.

Appeals to Edexcel must be submitted through the College, via the Academic Administration Manager.

More information on appealing to Edexcel is located here:

http://www.edexcel.com/Policies/Documents/Appeals_04_07.pdf



Appendix A

Appeals Form (FE courses)

Make sure you have read and understand the FE Academic Appeals Policy before completing the form.  Appeals must be submitted within 10 working days of the publication of unit results.

Submit this form to the Academic Administration Manager, Leeds College of Music, 3 Quarry Hill, Leeds LS2 7PD.

	Student name
	

	ID number (from student card)
	

	Address for correspondence
	

	Telephone number
	

	Email address
	

	Course and year
	

	Unit(s) relating to appeal
	

	Signature of appellant
	

	Date of appeal
	


Grounds for appeal:

Please refer to the acceptable grounds for appeal in Policy.

Details of Appeal:

Please explain the basis for your appeal, clearly addressing the reason (as above).  Please enclose all supporting evidence.
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